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1. When a voter comes to your line, ask for a form of signature and photo ID 
(Driver’s License works best since it has both). Verify picture ID is the same 
person standing in front of you. The address does not need to be correct for 
an ID to be acceptable.  

 

 

 

 

 

 

Only the following forms of photo ID are acceptable by law:  

• Florida driver license 

• Florida ID card issued by the Department of Highway Safety and Motor Vehicles  

• U.S. passport 

• Debit/credit card 

• Military ID 

• Student ID 

• Retirement center ID 

• Neighborhood association ID 

• Public assistance ID (Social Security or other social services) 

• Veteran health ID card issued by the U.S. Department of Veterans Affairs License to 
carry a concealed weapon or firearm issued pursuant to section 790.06, Fla. Stat. 

• Employee ID card issued by any branch, department, agency, or entity of the federal 
government, state, county, or a municipality. 

I. EViD Operator Instructions 

This is an overview of the process. Please refer to the EViD Operator 
Checklist for specific open/close instructions. Checklist is found in the 

Clerk Binder.  

EXAMPLE OF FLORIDA DRIVERS’ LICENSE 

PHOTO 

SIGNATURE 



Early Voting Operation Manual – Lake County SOE                          Rev. 06/17/20  Page | 3  
 

 

 

2. Find the voter’s name using either the date of birth search or ID swipe 
process.   

3. Verify voter’s date of birth and check for their name. 

4. Ask voter to verify personal (name and address) information on Signature 
Pad is correct. 

a. If an address change is needed, direct voter to the Clerk. 

b. If a name change is needed, direct voter to the Clerk. 

c. If a reinstatement is needed, process the voter. 

d. If the voter’s name does not come up on the EViD, double check 
the birth date was properly entered.  If voter cannot be found, send 
voter to the Clerk for further investigation. 

e. Always follow EViD ticket instructions. 

5. If everything is current, have the voter sign the Signature Pad connected to 
the EViD. 

6. Compare the signature on the ID to the signature 
displayed on the EViD screen. The signatures should 
be similar.  

7. If signature is substantially similar, touch Accept 
Signature.  A voting pass will print out. 

8. Hand Voting Pass to Voter. Instruct voter to take 
Voting Pass to Ballot Issuer at next table. 

9. Ballot Issuer will compare the ballot style on the face 
of the ballot and the Voting Pass to ensure the proper 
ballot has been issued. 

10. Have voter compare the ballot style on the face of the 
ballot and the Voting Pass to ensure the proper ballot 
has been issued. For a complete ballot there could be 
more than one page. 

11. Place the Voting Pass in the yellow “cheese box”.  

12. Give voter a short set of instructions: 

a. Instruct the voter to use the ink pen provided in the privacy booth. 

Voting Pass 
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b. Instruct the voter to mark their ballot selections by darkening the oval 

completely next to their choices. No “X”’s or “✓”marks. 

c. Instruct the voter to only make as many selections for each contest as 
the contest title indicates on the ballot. 

d. If there are any contests on the back of the ballot, tell the voter to vote 
both sides. 

e. If the voter asks if all contests need to be voted on, simply tell them the 
contests they skip will not be counted but all that are properly marked 
will be tabulated. 

13. Place the ballot into the secrecy sleeve and hand it to the voter. 

14. Instruct the voter to proceed to the privacy booth to complete their ballot. 

15. If the voter wishes to change any selections, instruct them to see the Clerk for a 
new ballot. Erasures are not permitted.  

16. When complete, the voter should place the ballot inside the secrecy sleeve then 
proceed to the ballot scanner and feed their ballot into the scanner. 

17. An election worker must inspect all privacy booths after each voter finishes with 
their ballot. Check for anything left in the booth such as used sample ballots, 
fliers, notes or trash and remove them.  

18. Watch for any voter who tries to leave the polling place without scanning their 
ballot. All ballots are to remain in the polling room.  

19. During a lull, retrieve the secrecy sleeves from the Technician. 

 

 

 

 

 

 

SECRECY SLEEVE 
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1) If a voter makes a mistake or needs to make a 
change on their ballot, they must be sent to the 
Clerk for a replacement. 

2) The voter will place the spoiled ballot in a Spoiled 
Ballot Envelope and seal the envelope. The 
Clerk will fill out the information on the envelope.  

3) The Clerk will document this information on the 
Spoiled Ballot Log. 

4) The Clerk will place the spoiled ballot envelope 
containing the ballot in the large envelope marked 
for Spoiled Ballots.  

5) Go to the Ballot Issuer table to retrieve a new 
ballot. 

6) The Clerk will verify proper ballot style and hand it 
to the voter. 

7) Inform the voter that they can only have three 
attempts to complete. 

8) Inform the voter to only vote for the number of candidates indicated in the title 
of the contest. 

9) Tell the voter to proceed to the privacy booth to complete the replacement 
ballot. 

10) When finished the voter proceeds to the scanner to cast the ballot. 

 

 

 

 

  

II. Spoiled Ballots  

Note to Clerk: 

A Vote-by-Mail ballot 
that is turned in 
(Cancelled) at the 
polling place is not 
counted as a Spoiled 
Ballot and does not 
need to be logged on 
the Spoiled Ballot 
Log. This voter can 
then vote a regular 
ballot. 

Vote-by-Mail ballots 
cannot be dropped off 
at the Election Day 
polling place. 

REMEMBER! If a ballot has been scanned and has dropped into 
the ballot box there will not be another ballot issued even if the 

voter says they made a mistake on the ballot. 
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If a ballot is found in or around the polling place but not put through 

the scanner, this procedure should be followed; 

1. Verify that the ballot is not a sample ballot.  

2. Verify that it is not a Vote-By-Mail ballot (the ballot will have been 
folded from being sent through the mail). 

3. Once it is determined to be an actual Election Day ballot, collect 
the ballot and bring it to the Clerk’s table.  

4. Clerk will place ballot in an envelope marked “Found / Uncast 
ballot”. 

5. Envelope will be placed in the Supply Tote. 

6. A call must be placed to the Elections Office explaining that a 
ballot was found. 

7. When Clerk drops off supplies, the Found/Uncast ballot must be 
given to Zone Courier for immediate delivery to the Elections 
Office. 

 

 

  

III. Found Ballot / Uncast Ballot  

Supply Tote 
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When a voter comes in to vote, and the EViD has 
flagged that person to vote a provisional ballot, or 
they have no identification, or they dispute their 
ineligibility, these steps should be followed;  

1. You (as the Clerk or Assistant) have received a 
Refer to Clerk ticket that the voter must vote a 
provisional ballot, or they have presented no 
identification or insist on voting. 

2. Clerk should fill out (in its' entirety) the 
Provisional Ballot Certificate Envelope and mark 
the reason(s) on the back. 

3. The Clerk and voter MUST SIGN the Provisional 
Ballot Certificate Envelope. 

4. Once the Provisional Ballot Certificate is 
completed the Clerk will input the certificate 
number into the EViD and let the voter sign on the signature pad. 

5. Once the information has been put into the EViD a Voting Pass will print, paper 
clip (or tape) to Provisional Ballot Certificate Envelope. 

6. Give the information stub from the Provisional Ballot Certificate Envelope to the 
voter. Tell the voter they can call the number on the stub or visit our website to 
see if their ballot was counted after the election. 

7. Complete a Multi-Purpose Form in its entirety. Make sure voter signs form. 
Paper clip Multi-Purpose Form to Provisional Ballot Certificate Envelope. 

8. Issue the voter the correct ballot style and the Provisional Ballot Certificate 
Envelope and Provisional Ballot Secrecy Sleeve (do not give the provisional 
voter a manila folder secrecy sleeve). 

9. Instruct the voter to complete the ballot at the Clerk’s privacy booth (always setup 
booth next to Clerks table). Inform the Technician that the provisional ballot 
is not to be scanned. The voter should place the ballot in the Provisional Ballot 
Secrecy Sleeve and then place it in the Provisional Ballot Certificate Envelope 
and seal it. 

IV. Provisional Ballots  

Provisional Ballot Certificate Example 



Early Voting Operation Manual – Lake County SOE                          Rev. 06/17/20  Page | 8  
 

 

 

10. The voter should return the sealed envelope directly to the Clerk.   

11. Verify the Provisional Ballot Certificate 
Envelope is completely and correctly 
filled out before voter leaves the 
precinct. Make sure each line is filled 
out or use N/A. 

12. Clerk will fill out Provisional Ballot Log 
after each completed Provisional Ballot 
Certificate Envelope and rubber band it 
to the completed ones.  

13. The Clerk will place the completed 
certificates (rubber banded) in the blue Provisional Ballot Box/Bag for 
safekeeping. 

14. Rubber band all completed Provisional Ballot Certificate Envelopes with the 
Provisional Ballot Log.  

15. Retrieve a zip tie from the Provisional Ballot Bag and apply to the Provisional 
Ballot Bag after every completed Provisional Ballot Certificate Envelope is 
placed in the bag. 

16. Take the Provisional Ballot Box/Bag to drop off location at the end of Election 
Day. 

 

 

  

Provisional Ballot Box/Bag 



Early Voting Operation Manual – Lake County SOE                          Rev. 06/17/20  Page | 9  
 

 

 

1. Make sure the voter’s ballot is in the secrecy 
sleeve before they approach the scanner. 

2. All voters MUST be allowed to cast a secret 
ballot. Do not view a voter’s ballot. 

3. When the scanner is ready for a ballot it will 
read “Welcome. Please Insert Your Ballot”. The 
Public Count is displayed at the top of screen. On a 
multiple piece ballot, the public count will only 
advance on the first page. 

4. For every voter, make them aware of the 
public count prior to scanning their ballot. Point out 
that the public count number will advance by one for 
every proper ballot cast during Election Day. 

5. Simply tell the voter to insert the ballot into the 
scanner in any direction. The scanner will pull the 
ballot in and drop it into the ballot box. After the 
voter scans the ballot, they can hand you the 
secrecy sleeve. 

6. Verify the ballot has fallen into the ballot box. 
After each ballot, check the back-viewing window to 
ensure the ballot has fallen and is not stuck in the 
back. If there is a ballot stuck in the feed path, 
usually a simple bump will allow it to fall. In most 
cases you can hear the ballot drop and hit the 
bottom of the ballot box. 

7. If the scanner beeps, use the secrecy sleeve 
to cover and block your view of the ballot.  Read the message then check 
the following: 

a) Is there a ballot jam? Pull the ballot out gently and let the voter 
reinsert the ballot straight into the scanner. 

b) Is the ballot blank? The scanner will stop if there is “No Votes 
Detected on Ballot”. The screen will display “Return” or “Cast Blank 

V. DS200 Scanner Operator Instructions  

REMEMBER: 
 
Position yourself far 
enough away from 
the scanner so there 
is no way to view a 
voter’s ballot. 
 
Make sure the 
cardboard catch box 
(if issued) is in the 
bottom of the 
DS200 ballot bin. 
 

Once a ballot drops 
into bin, regardless 
of screen message, 
the ballot should 
never be retrieved 
from the bin. 
 
Never allow a voter 
to scan a 
provisional ballot or 
a vote by mail 
ballot. 
 



Early Voting Operation Manual – Lake County SOE                          Rev. 06/17/20  Page | 10  
 

 

 

Ballot”.  Allow the voter to decide what action will be taken and to 
make their selection on the screen.  

i. If the voter presses “Cast Blank Ballot”, the ballot will be 
dropped in the ballot box and the voter is finished.  

ii. If the voter presses “Return”, the ballot will be returned 
to them. The voter should be directed back to the 
privacy booths to complete the ballot. The voter can 
then insert their completed ballot into the scanner. 

c) Are there too many selections on one contest? The scanner will 
stop if there are over votes. The screen will display “Accept” or 
“Return”. Allow the voter to decide what action will be taken and to 
make their selection on the scanner. 

i. If the voter presses “Accept”, the ballot will be dropped 
in the ballot box and the voter is finished. The over voted 
contest will not be tabulated. All other contests will be 
counted. 

ii. If the voter presses “Return”, the ballot will be returned 
to them. They will go to the Clerk to have that ballot 
spoiled and a replacement ballot issued to them. 

8. When the scanner has an issue, read what the screen has 
displayed. It will not allow you to feed a ballot until the corrective action is 
completed and the screen reads “Welcome. Please Insert Ballot”. 

a. Important: If the jam occurs past the scanner, read the screen 
carefully. The display will state if the ballot was read or not. That will 
determine if the ballot will be re-scanned if not read or pushed 
through to the ballot box if jammed after the ballot was read. 

9. When the scanner successfully reads a ballot, the screen will read, 
“You Are Finished - Thank You for Voting.”  

10. All ballots MUST remain in the polling place. Always be on the 
lookout for a voter that has not scanned their ballot and is walking out of 
the polling place. 
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1) If the public count has reached 1,000 during voting hours, it will need to 
be emptied. 

2) Unlock the ballot box and open the door. 

3) Remove the catch box from the ballot box of the DS200.  Take out and 
straighten the ballots. The ballots do not need to face the same way. Place 
ballots in a carboard box from the supplies. 

4) Return the catch box to the ballot box of the DS200.  

5) Lock the ballot box door. 

6) Tape the carboard box with tape provided in the supplies. 

7) Store the taped box in the Ballot Transfer Bag. 

8) After the polls are closed, remove tape from taped box place the remaining 
ballots from the ballot box and place into the same cardboard box, keeping 
the ballots from each respective DS200 in the corresponding cardboard 
box. 

  

Any access to the DS200 ballot box will be a two-person process, one of 
which MUST be the Clerk. 

 
During voting hours, the Ballot Box Access Log (located in the 

Affirmation Folder) must be filled out prior to opening the ballot box 
door. 

VI. Emptying a Full Ballot Box  
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Determine where the ballot jam is located. 

Use the Secrecy Sleeve to cover and block the view of 
a ballot that needs to be removed from a jam. 

1. If jam is in the feed path inside the ballot box: 
a. Unlock and open the ballot box door. 
b. Pull ballots from the upper-rear feed path so 

ballots will fall free into ballot box. 
c. Lock ballot box door when jam is cleared. 

2. If jam is in the feed path of the scanner: 
a. Unlock the front scanner door then fold the 

door down. 
b. Pull the scanner towards you enough to see 

behind the machine. 
c. Grab and hold the ballot so it does not fall 

directly into the ballot box.  
d. The ballot may simply pull out. (If not proceed 

to next step) 
e. Unlock and lift the cover to access the scanner 

read head. 
f. Lift up on the two blue release tabs on each 

side of the scanner read head. 
g. Remove jammed Ballot. 
h. Close and lock back cover. 
i. Push scanner back into position. 
j. Fold door back up and lock front of scanner. 

3. If jam is between the scanner and ballot box: 
a. Unlock the front scanner door then fold the door down. 
b. Slide the scanner towards you enough to clear the jammed ballot. 
c. Slide scanner back into position and relock the front scanner door. Be 

sure not to pinch the power cord that connects to the back of the scanner. 

  

VII. Procedure for clearing Jammed Ballots  

ALWAYS READ THE 

DISPLAY SCREEN FIRST! 

 

Be aware of whether the ballot 

jammed before it was scanned 

or after it was read. 

 

It is important to always be 

aware of the public count 

before and after a voter has 

scanned their ballot. 

 

If the public count has 

advanced by one, it has clearly 

been tabulated. 

 

If the ballot box needs to be 

opened during voting hours, 

the Ballot Box Access Log 

must be filled out. This 

procedure requires two 

election workers. 

IMPORTANT! 
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1. Call the Technical Help Desk.  

2. If your precinct only has one scanner and it is 
non-functional, cut the permanent seal and 
unlock the auxiliary bin cover so ballots can 
be inserted.  

3. Inform the Clerk of the scanner issue and that 
there will be ballots in the auxiliary ballot bin. 

4. Work with the help desk to determine why the 
scanner is not functioning properly. 

5. If scanner becomes operational or is 
replaced, the Clerk and Technician will scan 
any ballots placed in the auxiliary bin. 

6. If it is determined that the scanner needs 
further attention or is to be replaced, the help 
desk will dispatch the closest Zone Courier to 
deliver and help set up a replacement 
scanner. 

7. The Technician will remove the thumb drive from the original scanner and place 
it in the new scanner. The scanner that needs repair will be returned to the 
Election Office via the Zone Courier.   

8. If the election equipment needs to be removed from the polling place, an 
Election Equipment Change of Custody form in the Affirmation Folder will 
need to be filled out to document all serial number changes including the new 
scanner serial number. 

9. The Clerk will document the occurrence on the Incident Report Form. 

  

VIII. Procedure for Non-Functional Scanner 

Important Notes 

If you have 2 scanners use the 

working scanner until Tech Help 

arrives. 

 

Always be aware of the public count 

and what the screen has displayed. 

 

If for any reason the Clerk and 

Technician cannot scan a ballot(s) 

after the scanner has been 

repaired/replaced any voted ballots 

that are contained in the auxiliary bin 

will be placed in the bottom trunk of 

the ballot transfer bag. When 

finished with the polling place close 

down, the ballot transfer bag will be 

delivered directly to the election’s 

office by way of the Zone Courier. 
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DS200 Startup 

1. Using the “Precinct Report Form”, 
verify and remove the two 
security seals. (Top hatch and 
ballot box) The auxiliary bin will 
remain sealed.  

2. Assist the Clerk to remove the 
ballots and any other supplies 
from the ballot box. 

3. Unlock and open the back door 
that holds the power cord. Plug in 
to a wall outlet. This door 
will remain open while 
the scanner is plugged in 
all day.  

4. Open the top latches to 
gain access to the DS200 
scanner. Push down on top to 
ease turning the key. 

5. Unlock the screen on the DS200 and raise the LCD screen. The scanner 
should power up automatically. This will take a couple minutes. If your 
DS200 does not power up automatically, unlock the access door covering 
the power button -- Press the power button to turn on the DS200. The 
DS200 will take a couple of minutes to initialize. The scanner will then print 
a Configuration Report. 

6. Enter the Election Code (we will provide the code in your folder and/or 
Clerk Binder). 

7. On the next screen press Open Poll. 

8. The Ballot Status Accounting report prints automatically after the 
Configuration Report and Zero Totals Report. Any Election Board member 
can sign the Zero Totals Report. Place (signed) tapes in labeled Ziploc 
bag. 

IX. DS200 Startup / Shutdown 

DS200 

BALLOT BOX 

AUXILIARY BIN 

TOP HATCH 
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9. After the reports finish printing, press Go to 
Voting Mode to continue opening polls. 

10. You are now ready to begin scanning ballots. 

11. Check screen for ballot issues or system 
messages and errors. 

END OF DS200 STARTUP 

 

DS200 Shutdown 

1. Open the access door and press the Close 
Polls button.  

2. Press the Close Polls button on the screen. 
Then the system will automatically print the 
results reports. 

3. On the next screen select Begin Modem 
Process. 

4. The scanner will attempt to connect to the 
server and will show on the screen when it is 
connected. 

5. When the results have been sent successfully press OK. 

6. Select Finished – Turn Off. 

7. Remove the USB thumb drive when the Power light is off. 

8. Call the Tech Help Desk to verify results were received. 

9. Election Board will sign all signature lines on results tapes. 

10. Tear results report under first set of signature lines. Retain top portion for 
Precinct Report Form accounting. 

11. Tape bottom signed portion of results report to front entrance of polling 
place. 

12. Place the tape in the Ziplock bag along with the other printed reports. 

13. Assist the Clerk with removing all voted ballots from the ballot box. Place 
them in the properly marked black ballot bag and seal. The serial number 

Tips for the day 

Station yourself close to each 

scanner and instruct each 

voter to feed the ballot in the 

scanner in any direction. For 

a multiple piece ballot scan 

the first piece then the 

second. 

 

Point out the public count 

number to each voter. Inform 

the voter it will advance by 

one when the ballot is 

scanned. For a two-piece 

ballot both pieces must be 

scanned. 

 

Explain any messages that 

appear on the screen. Allow 

the voter to make the 

decision to return ballot or 

cast ballot as marked. 

Technician shall not press 

any on screen buttons for 

voter. 
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of the DS200 will be on the tag. Sign and record the public count on the 
black transfer bag tag. Have the clerk sign the tag also. 

14. After ballot accounting, place all unused ballots back in the cardboard 
boxes. Then, place them back in the ballot box. 

15. Return all Secrecy Sleeves and extension cords to the ballot box.  

16. When complete, lock and seal the scanner and ballot box. Lock the back 
door that houses the power cord. Document the numbers on the Precinct 
Report Form. 

END OF DS200 SHUTDOWN 
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ExpressVote Startup 

1. After removing the seal from the ExpressVote carry bag, set up the 
ExpressVote. Preferably this should be on a table. Plug it into a power 
outlet.  

 

2. Position the ExpressVote in a location to offer privacy in the polling place 
and setup the privacy screen. 

 

3. Plug the small circular end of the power cord into the port on the 
back of the ExpressVote. Flat side up. 

 

4. Plug the male end of the cord into the wall outlet.  
 

5. Have the headphones available next to the machine. 
 

6. Verify the navigation pad is attached to the side of the machine. 
 

7. Unlock the security access door on the side of the machine using the 
DS200 keys. 

 

8. Verify that the thumb drive is installed, and verify the switch is on Voter 
mode, verify the navigation pad is plugged in. 

 

9. Turn the power switch to the on position. 
 

10. Close and lock the security access door. The screen will light up and 
start to load. 

 

ExpressVote 

X. ExpressVote Startup / Shutdown 
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11. Apply security seal to the security access door. There is a place to apply 
a security seal at the base of the security access door.  

 

12. A screen will read Insert Media/Calibrate. Please do not touch the screen 
until the Enter the Election Code screen comes up. 

 

13. Enter the Election Code (we will provide the code in your folder and/or 
Clerk Binder) on the next screen. 

 

14. On the next screen, Verify the Precinct number is correct, and touch 
OK at the bottom of the screen. 

 

15. Now the ExpressVote is ready for the first voter. 
 

END OF EXPRESSVOTE STARTUP 

 
 

ExpressVote Shutdown 
 

1.  After polls close and last voter votes, retrieve the Access Door Key. 
 
2.   Cut security seal from security access door, and place in labeled 

Ziploc bag. 
 

3. Unlock the access door and flip the power switch to off. 
 
4.      Once the ExpressVote is in the off position, the thumb drive may be 

removed and placed in the labeled Ziploc Bag.  
 

5.      Keep the keypad connected, close and lock the access door and 
remove the key. 
  

6.      Unplug the headphones if used. Unplug the power cord from the wall 
outlet and remove it from the machine. Place the ExpressVote and all 
items in the carry case. Place unused ballot cards in ExpressVote carry 
case as well. 

 

END OF EXPRESSVOTE SHUTDOWN 
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1. Voter is first checked in at an EViD station. 

2. Tech collects voting pass and uses it to input info for correct ballot. When 

completed give Voting Pass to Clerk 

3. Tech begins by going to the ExpressVote.  “To begin voting insert your 

card” should be displayed on the screen. 

4. Insert an unmarked ExpressVote ballot card into the input slot. 

5. When the Precinct Selection: Search screen appears, select search to 

view a list of all the available precinct choices. 

6. Select the correct precinct on the Precinct Select: Results screen. 

7. If the selected precinct has a single ballot style the system displays the 

Confirm Selections screen. 

8. If the selected precinct has multiple ballot styles, the system displays the 

ballot style selection screen. 

9. Select the correct ballot style (see Voting Pass for information).  

10. On the Confirmation Selections screen, examine your precinct and ballot 

style choices. If selections are correct, select Activate to activate the ballot 

on the ExpressVote. 

11. If applicable, select a Language if multiple languages are available. 

12. The voter begins at this point.  The voter may use the buttons at the bottom 

of the screen to access display options and navigate the screen (Previous, 

Zoom, Exit, Contrast, and Next). 

13. Select a candidate or contest choice by touching the oval or anywhere on 

the line. 

14. The selection will be highlighted in yellow, and a check mark will appear 

next to your selection. 

15. To change a selection, simply touch the new choice. 

XI. Voting Process for ExpressVote 
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16. For “multiple vote for” contest, simply de-select the incorrect choice and 

touch new choice. 

17. A “Write In” option may be available, if voter desires to write in a candidate 

simply use the onscreen keyboard to input. 

18. Under-votes will be identified, and voter will be informed. 

19. The ExpressVote will ask the voter to Verify Selections. 

20. Upon completion of all contest selection(s) the ExpressVote prints the 

ballot.  The ballot is brought to the DS200 for tabulation inside of a secrecy 

sleeve. 

21. To cancel a voting session (voter leaves the precinct and decides not to 

vote), the Tech must touch the top left corner of the screen (the blue area 

on the top of the screen-no button is present but it is an active area). Then 

follow the screen instructions to end the session. 

22. The Express Vote is now ready to accept the next voter.  
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❑ If a voter receives a Refer to Clerk ticket you can update the following at the 

Clerk’s station: 

o Name Changes 

o Address Changes 

o Signature Updates 

 

 

 

 

 

 

❑ If a voter has moved from another Florida county where they were properly 

registered:  

o Call the SOE Office, they will transfer the voter’s record to Lake 

County. This will take a few minutes. 

o Complete a Multi-Purpose Form while waiting for the information 

update. 

o When information is updated, you will be able to process voter as 

normal. 

  

XII. Voter Information Updates 

 

ANY VOTER UPDATE MUST BE 

DOCUMENTED WITH A FULLY 

COMPLETED AND SIGNED  

MULTI-PURPOSE FORM. 
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❑ 1.  Be at the assigned precinct by 6:00 am. 

❑ 2.  Remove supplies that are needed from supply tote. 

❑ 3.  Setup Verizon Jetpack MIFI located in Clerk’s EViD case and setup and start 

Clerk EViD. Leave on Clerk’s table all day. 

❑ 4.  Delegate and help set up all voting equipment, tables and chairs. 

❑ 5.  Retrieve the Precinct Report Form (PRF) from the Clerk’s binder and verify the 

correct seal numbers are still intact on the DS200, ExpressVote, and EViDs before 

the Technician starts the opening process. Keep ALL USED SEALS – place all seals 

in labeled Ziploc in supply tote. 

❑ 6.  Remove all ballots, extension cords, and secrecy sleeves from the DS200 ballot 

box. Make sure you have the correct ballot styles and numbers that were 

delivered to your precinct as stated on the PRF.  

❑ 7. Compare the sample ballot information to the Election Day ballots (candidates, 

referendums, charter amendments, if applicable). NOTE: Sample ballot is on top 

on Election Day ballots, compare the information only, not the style number. 

❑ 8.  Make sure the Poll Deputy displays all issued precinct signs for passing 

motorists. The Poll Deputy uses the 150’ No Solicitation Zone Arial Image found 

in Clerk Binder to familiarize and mark (if appropriate) where the 150’ zone is 

located.   

❑ 9.  Delegate the Election Workers to set up tables for the voter check-in and EViD 

setup. 

❑ 10. Make sure all posters and sample ballots are displayed on tables so voters 

can see them as they approach the check-in tables. 

❑ 11. Make sure EViD operators are familiar with the check-in process and EViD 

Voting Pass process (Election worker gives Voting Pass to voter, then sends voter 

to Ballot Issuer). 

XIII. CLERK OPENING PROCESS  
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❑ 12. Remove EViDs from cases and setup for operation. See EViD Checklist for step 

by step setup instructions. Check seals to PRF. 

❑ 13. Make sure ballot issuers are familiar with looking at the EViD Voting Passes 

for the ballot style to determine the correct ballot to give the voter. The used 

EViD Voting Passes will be kept in a yellow container (Cheese Box) at the ballot 

issue table. The Ballot Issuer will verify the ballot style on the EViD Voting Pass. 

Display EViD Voting Pass and correct ballot allowing voter to verify before 

handing to him or her. 

❑ 14. Verify all workers have signed payroll sheet. Administer the oath for all 

Election Workers except the Poll Deputy. Oath is located on the top portion of 

the payroll sign in sheet. Keep the payroll sheets in the Clerk Binder for safe 

keeping. 

❑ 15. Sign the zero tapes from the DS200(s) then place them in the Ziploc bag 

provided for safe keeping. You will find the Ziploc bag for the tapes in the supply 

tote. You will also need this Ziploc bag after closing for the results tapes, and 

thumb drive(s). 

❑ 16. Once the polls open at 7:00 am the Technician will be the DS200 and 

ExpressVote operator. 

❑ 17. Verify all equipment is setup and operational before 7:00 am (EViDs, 

ExpressVote, DS200, etc.). 

❑ 18.  Clerk utilizes personal cell phone time and announces polls open at 7:00 am. 

❑ 19.  The Poll Deputy should suggest to approaching voters to have their photo 

and signature ID ready when they get to the check-in table. A driver’s license is 

the best form of ID. 

❑ 20. Throughout the day start delegating tasks to prepare for closing the polls at 

7:00 pm. 
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❑ 1. Once the Tech is finished closing and 
transmitting the results from the DS200(s) the 
thumb drive(s) will be removed and placed in the 
same Ziploc bag with the DS200 tapes and 
ExpressVote thumb drive. This Ziploc bag will be 
placed in the supply tote. 

❑ 2. EViD thumb drives will be pulled after each 
machine is shut down. Cut the seal and place them 
back in a large labeled Ziploc bag and place in 
supply tote.  

❑ 3.  Shut off Verizon Jetpack MIFI and repack in box. Place packed box in supply 
tote. 

❑ 4.  Remove all voted ballots from the ballot box and place them in the black ballot 
transfer bag (top compartment). Voted but unscanned ballots are to be placed in 
the bottom trunk section of the black Ballot Transfer Bag. Place a seal on the bag 
to secure them for transport and document the number on the PRF Section 7.  

❑ 5.  Repack all unused ballots into the same cardboard box they came out of. Place 
the cardboard box, secrecy sleeves, and extension cords back in the DS200 ballot 
box and seal. 

❑ 6.  All EViDs should be repacked with all power cords, signature pads.  

❑ 7.  All privacy booths should be disassembled and placed on the pallet as they were 
found in the morning. 

❑ 8.  Any provisional ballots used will be kept in the blue Provisional Ballot Bag. Seal 
the bag and document the number on the PRF Section 7 then place in the supply 
tote. 

❑ 9.  Clerk must complete Precinct Report Form. Call the Elections Office @ 352-
253-1450 after completion of the PRF to report the EViD Grand Totals Pass 
amount. 

XIV. CLERK CLOSING PROCESS  

NOTE: 

Clerks should delegate some tasks 

to ensure timely completion of 

duties after the polls close. All 

polling places are different; this 

list will help with closing the 

polls. Clerk will use personal cell 

phone for announcement of close 

of polls. 
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❑ 10.  Make sure when packing up, verify the items on the “Receipt for Election 
Supplies” go into the supply tote. All these items will be marked with bright stickers 
that say, “Return to Supply Tote.” Take a quick inventory before you seal the 
supply tote for transport. Keep ALL USED SEALS – place all seals in labeled Ziploc 
in supply tote. 

❑ 11.  Remember to bring ExpressVote, supply tote (including Provisional Ballot Bag), 
trifold signs, and black Ballot Transfer Bag to zone supply drop location.  

❑ 12.  If you were issued a key to your polling place, make sure to put it in the top 
tray of the supply tote. Support staff will need the keys before 7:00 am the next 
morning to pick up equipment.  

❑ 13.  Assign Election Workers to do a general cleanup of the polling place and return 
everything to the original condition prior to the election. Tables, chairs, food, 
garbage, etc. 

❑ 14.  Make sure all precinct signs, cones, and posters are picked up from outside.  

END 
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Precinct clerks can change a voter’s name in the system, replacing the name on file with the name 

on the voter’s ID. They can also make changes to the voter’s residential address.  

 

Note: A Refer to Clerk ticket is printed in Inspector mode if a voter requires a name or 

address change. 

 

Only persons voting in the current election—either by regular ballot or by provisional ballot—

can change their name and address via Fast Voter Check-in. If the voter is not eligible to vote 

in this election and they decline to vote provisionally, any name or address changes you 

make will not be saved in the system. You should advise ineligible voters that they should 

contact the elections office about any changes they want to make. 

 

If you do not already have this dialog displayed, here’s how to bring it up: 

 

1.  Search for the voter using ID swipe or Date of Birth lookup. 

2.  On the Name and Address Verification dialog, touch No. 

3.  Touch the Name/Address Change button. 

4.  Make the necessary changes and then touch OK. 

5.  Ask the voter to sign the signature pad. 

6.  Touch Accept Signature. 

7.  On the Verify Voter Information dialog, touch Name/Address Change. 

 

XV. EViD Name and Address Changes 
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Name and Residential Address Changes 

 

To change a voter’s residential address: 

1.  On the Enter Voter Information dialog, enter the voter’s updated name, address, or 

both.  

Name and address changes are made on the Enter Voter Information dialog.

 

 

• Touch Find Address to narrow down the exact residential address for the 

voter.  

• If the voter’s address has changed, you can easily clear all the address fields 

on the dialog by touching Clear Address. 

2.  Touch OK when all the information is updated. The system will then verify that the 

address is a valid residential address in your county. 

• If the address is valid, a voting certificate will print, indicating that the voter’s 

name or address has changed. 

• If the address is invalid, you will see a message to that effect. Touch No to 

return to the Enter Voter Information dialog and verify with the voter that the 

address you entered is correct. If the system still will not accept the address, 

consult the Supervisor of Elections office. 

 

Searching for a Residence Address 

During the process of making an address change on a voter record, if you have trouble 

locating the address where the voter resides, the Find Address option enables you to 

search for the correct address using a street number and street name or street name only. 
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You do not need to enter the directional information (such as N, E, SE) or street type (ST, 

RD, and so on). For example, if the voter indicates his or her address is “2500 North Monroe 

Street,” and the address is not found by performing a search from the Update Address 

dialog, you can enter Monroe, into the Find Residence Address field, and the system will 

return a list of all street names with the text “Monroe” present. From the results list, you can 

then select the correct street name. You can also enter the street number 2500, in 

conjunction with the name Monroe, to narrow down the search results to segments of 

Monroe Street with a residential street number of 2500. 

 

If no exact matches to the street name are found, the system will perform a search based on 

words that sound like the street name entered. For example, if you enter “Munrow” the 

system will return all the “Monroe” entries. 

 

To use the Find Address feature to locate an address: 

1.  On the Enter Voter Information dialog, touch the Find Address button, located in 

the lower right corner of the dialog next to the Clear Address field. 

2.  On the Find Residence Address dialog, enter the street number and street name or 

simply the street name. Do not enter prefixes, suffixes, or street types. 

 

3.  The search results appear in a grid of matching street names, like the one shown on 

next page. 
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4.  Notice in figure above there are several instances of Monroe St. You will see multiple 

listings like this when a street has segments in more than one zip code. Be sure to pay close 

attention to the street segment you select, based on the information that the voter has 

provided. Select the voter’s street on the grid. The correct street name and zip code are 

entered on the Enter Voter Information dialog. Continue with step 5 below. 

5.  To narrow the search results, touch Cancel on the grid to return to the Find 

Residence Address dialog. You can enter the residence street number in conjunction with 

the street name. See the figure below for an example. 

 

The search results are narrowed down to streets with the name Monroe with a number 

2500. 
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6.  Select the voter’s street on the grid. The number and correct street name and zip code 

are entered on the Enter Voter Information dialog. 

Note: In Inspector mode, a Refer to Clerk ticket is printed for a voter who wants to 

change their name or address. 

7.  Check to make sure all the fields on the Enter Voter Information dialog are filled in 

and touch OK to save the changes to the system. 

8. Complete a Multi-Purpose Form. 

 

Note: Never change a Mailing Address – have voter contact office.  

 

Signature Update 

Complete a Multi-Purpose Form to include a new signature. 
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1) On the Home Screen dialog, touch Previous 
Voter.  

 

 

 

2) Touch Undo Check-in.  

 

 

 

 

3) On the popup window, touch Yes. 

 

 

 

 

4) An Undo ticket will print. Paper clip the original Voting Pass and the Undo 
Ticket. Keep the Voting Pass and Undo Ticket segregated.  

  

XVI. UNDO A CHECK-IN 

When you Undo a Check-in, you can only undo a previous voter’s 
check-in. If you must undo a voter check-in past the previous voter, 

you must call the Elections Office. 
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XVII. APPENDIX 

Privacy Booth 

Multi-Purpose Form 

Clerk Binder 
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Precinct Report Form 
Front Side 



Early Voting Operation Manual – Lake County SOE                          Rev. 06/17/20  Page | 34  
 

 

 

 
 
   

Precinct Report Form 
Back Side 
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Receipt for Election Supplies 


